AttorneyECFTraining Friday, June 05, 2009

Welcome to the
Fourth Circuit Court of Appeals

Attorney ECF Training

WELCOME
Slide notes: Welcome to the Fourth Circuit Court of Appeals Attorney ECF Training.
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Navigation Instructions

This module includes audio. Please use speakers or headphones to listen along.
You can also press the CC button on the playback control bar to view Closed
Captioning of the audio presentation.

You can use the playback controls at the bottom of each screen to move forward or
backward through the presentation. The bar contains rewind, play/pause, back,
forward, mute, close caption buttons.

e

L ——,

Playback Control Bar

There is also a menu on each page in the upper left corner of each screen. If you
move your mouse over the word MENU, the menu selections will drop down. You can
click on the desired topic to jump to that part of the lesson.

To exit the lesson, click the X in the upper right corner of the lesson window or select
Exit from the menu.

NAVIGATION
Slide notes: Please review the navigation instructions before proceeding. Note that you can

click on any web link in this presentation without stopping the presentation. Press the Start
button when you are ready to proceed.
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ey
Objectives

¢ Review Fourth Circuit ECF policies and
procedures.

¢ Review filing documents in the
Appellate ECF application.

« Complete Appellate ECF training and
registration requirements.

OBJECTIVES

Slide notes: Please take a moment to review the objectives for this lesson. Click the Continue
button when you are ready to begin.

Page 3 of 64



AttorneyECFTraining Friday, June 05, 2009

Electronic Filing

The Court's Administrative Order 08-01, CM/ECF
User Manual, and complete information regarding
CM/ECF i i 's web site:

Click B

www.ca4 tsgourts.gov.

The Fourth Circuit requires all attorneys to
complete on-line training before their ECF account
will be activated.

You can reach the Fourth Circuit ECF Helpdesk,
Monday through Friday, 8:30am - 5:00pm EST, at
804-916-2767.

ELECTRONIC FILING

Slide notes: The Fourth Circuit was the second Appellate Court in the country to implement
electronic filing for attorneys. The Court's Administrative Order 08-01 requires all attorneys
to file documents electronically as of June 1, 2008. All ECF filers are required to complete
Fourth Circuit ECF training before their ECF account will be activated. At the end of this
lesson you will be directed to the Fourth Circuit's Review and Certification Form and the
Appellate ECF registration web site. Users must answer at least eight out of ten Review
questions correctly. Your account will be activated upon receipt of a passing review score
and ECF registration.
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What's filed via ECF?

Items Filed in Paper Form
Only:

¢ Appendices - You must make the
electronic entry "Notice of Paper Filing."

¢ CJA and Assighed Counsel Vouchers

e Case Originating Documents - Petitions
for Review of Agency Decisions, Writs of
Mandamus, Rule 5 Petitions, etc.

WHAT'S FILED

-

= All formal briefs must be filed
electronically. Paper copies
of formal briefs must be
provided to the Court.

e All other documents filed by

counsel must be filed
electronically.

Slide notes: Administrative Order 08-01 directs the electronic filing of documents by
attorneys with a few exceptions. Items that must be filed in paper form are, appendices in
formally briefed cases, CJA & Assigned Counsel vouchers and case originating documents,
for example, Petitions for Review, Writs of Mandamus and Rule 5 Petitions. Formal briefs

are filed electronically and you must serve the Court with paper copies, as prescribed by Local
Rule 31(d). All other documents must be filed electronically.
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e A Certificate of Service is
required by FRAP 25(d).
Interactive certificates of
service are available on the
Court's|Forms af"rtPNotices]
web page.

o Documents containing
SEALED material must be
filed electronically and
served in paper form.

Service

e Documents filed via ECF
will be automatically
served electronically on
all ECF filers associated
with the case.

o |f an attorney or pro se
party is not an ECF filer,
counsel must serve paper
copies of the filing on
them. You can utilize the
Attorney Service
Preference Report in
CM/ECF to determine how
participants need to be
served.

Slide notes: Here's some important reminders regarding service of documents filed

SERVICE

electronically:

1. A certificate of service is required for all documents filed with the Court.

2. Documents filed via ECF will automatically be served on all ECF registered users
associated with the case, except sealed documents, which must be served in paper form to all

parties.

3. For any pro se party or counsel who is not an ECF registered user, counsel is responsible

for serving documents conventionally.

4. Utilize the Attorney Service Preference Report in CM/ECF to determine how case
participants need to be served. Please see the CM/ECF User Manual, which is available on
the Fourth Circuit web site, for instructions on how to run the Attorney Service Preference

Report.
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.
Notice of Docket Activity (NDA)

+++NOTE TO PUBLIC ACCESS USERS** JndicalConereaceof the Usited States polcy permisairnes of ecord andpartes Iedingprose
Bigant)toreceie one free lectrose copy of all docments led elecronicalyifeceptis eqired by b o dvectd by the e, PACER access fes appy tll

NDA Reminders

olhnws.Toa\ﬂhmdu[mdwi:daem'nlndd«-mhigiﬁswriri;

+ A Notice of Docket Activity will be The date and time listed on the NDA
emailed to all ECF registered Sy DA is the official filing time.
parties associated with a case at
the time the docket entry is The folowing trasaction was entered of)2/19/2009 at 10:36:51 AM EST and fled oa 02192009 I

Completed CaseName:  USv, Record Test
. Case Number: 375700

Documeat(s): Document(s)

+ If counsel was not associated with

the case prior to filing, the Court | DcketTex: :
must associate them with the case |APERNCE OF COUNSEL e ocl R 40) bl De o Record T B03TSH] 5750 Q)

BEFORE they will receive NDAs. | Tiké ted it s raact
Docament Description:Appearance of comsel fled (Local Rue 46(c))
Original Filename:084816motcn pdf
= Lyourintemnetbrowser s Fop Up ISP ey D655 D2 19205 P 90710
S A A ] 119 = 5471
Blocker is turned OFF, @ NOtCE OF | ooy 1557t s8es s 9B 65634 R08 B 2326 TSR 622012
Docket Activity will pop up on — :
your screen at the conclusion of [Nl dscusialy i o

docketing. M. Queta, Jackie - Jackie Quela@cad uscouts gov

[Notice will be mailed to:

Doe, Joha

[FEDERAL CORRECTIONAL INSTITUTION LOW
VA 23804
NDAs

Slide notes: A Notice of Docket Activity is your proof of filing. The date and time listed on
the NDA determines the timeliness of the filing. The NDA contains pertinent information

about the filing, including case title and number, a link to the document filed, the docket text
and service information. Please review the important NDA reminders.

Press continue when you are ready to proceed.
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e
Signatures

+ A Filing User's login and password
constitute their signature on all
documents filed electronically.

+ Use "s/[name]" to indicate a signature
on any document filed with the Court.

+ Scan documents that require a
defendant's signature. For example, a
Rule 42(b) motion to dismiss.

SIGNATURES

Slide notes: The ECF login and password constitute an attorney's signature on all documents
filed electronically, and they should be safeguarded from unauthorized use. If you learn

of any breach of security, please contact the Court immediately. Attorneys may delegate the
use of their ECF account login information to authorized agents, but

counsel is ultimately responsible for filings made using their account.
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Sealed Iltems

+« Documents that contain sealed information
must be filed using special events that make the
document accessible electronically only to the
Court. The two events are:

« SEALED DOCUMENT OR MOTION FILED
+ SEALED BRIEF FILED

+ Sealed items must be served on opposing parties
in paper form.

« Immediately following filing a sealed document,
you must file a certificate of confidentiality or
motion to seal using the appropriate entry.

SEALED ITEMS

Slide notes: It is critical that all documents containing sealed material be filed properly.
Sealed documents are filed using one of two entries, either Sealed Brief Filed or Sealed
Document or Motion Filed. These entries restrict electronic access to Court users only; no
one outside of the Court will be able to view the documents via ECF or PACER. Sealed
documents must be served conventionally on all parties associated with the case. Please
contact the Court if you have any questions regarding filing a sealed document or brief.
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Restricted Access Cases
Access to electronic documents in Social Security and Immigration cases is restricted.

+« Remote public access is limited to the Court's orders and
opinions.
= Remote electronic access to all other documents in -
Social Security and Immigration cases is available only =
to parties and attorneys associated with the case who
— ~are registered CM/ECF users. —

(

' + Users must log in to CM/ECF before attempting to
view documents in Social Security and Immigration
R —

cases.

RESTRICTED ACCESS

Slide notes: There are two case types which have restricted public access, immigration and
social security cases. Court orders and opinions are available electronically to the public

via Pacer. All other documents are restricted to electronic access by registered ECF users
associated with the case. You must be logged into Fourth Circuit CM/ECF

before attempting to view immigration or social security documents via PACER or the Notice
of Docket Activity link.
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Redaction of Personal Data Identifiers

Pursuant to Administrative Order 08-01 - Rule 12, parties must refrain
from including or redact personal data identifiers from documents filed
with the Court whenever such redaction is required by FRAP 25(a)(5) .

Personal Data ldentifiers

o Social security humbers

o Names of minor children

« Dates of birth

+ Financial account numbers

+« Home addresses (in criminal
cases)

NOTE: The Clerk will not review each pleading for compliance; the
responsibility for redacting personal data identifiers rests solely
with counsel and the parties.

PERSONAL IDENTIFIERS

Slide notes: With the exception of sealed documents and documents filed by the parties in
immigration and social security cases, documents filed with the Court are available via
PACER on the Court's Internet site. Therefore, personal or sensitive information should not be
included in documents filed with the Court. Counsel is responsible for ensuring that social
security numbers, names of minor children, dates of birth, financial account numbers and
home addresses in criminal cases are not included or are redacted in documents filed with the
Court.
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Hyperlinks

Documents filed via CM/ECF may include hyperlinks to the
following types of information:

1. Other portions of the same document;

2. Any document filed on appeal;

3. Documents that are part of the record in the lower court;
4. Statutes, rules, regulations and opinions.

Hyperlinks don't replace standard
citations.

On-line training on how to create hyperlinks in a document is

available on our Electronic %@l ing Module Fite.
X:402; Y1540

HYPERLINKS

Slide notes: Counsel may include hyperlinks in documents filed electronically. Hyperlinks do
not replace standard citations. If you need assistance with creating hyperlinks, please review
the learning modules available on our web site.
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pi Startup Page

Docketing] Reports Utilities Logout Help

U.S. Court of Appeals CM/ECF
Official Attorney Electronic Document Filing System

This facility is for Qfficiad Conpt Business onlp. Activity to and from this site is logged Document filings on this spstem are subject to Federal Fule af Appellate Procedure,
Fule 25 Bvidence of unauthorized oy criming activite will be forwarded to the appropriate law enforeement officicds under I8 USCIS2 emd 3571

Welcome
Welcome to the U5, Court of Appeals Case Management/Flectronic Case Files Sysiern. Please select an option from the menu.

Last login Mar 23, 2009 2:56 32 PM EDT

START UP PAGE

Slide notes: Now that we've reviewed the Fourth Circuit ECF policies, let's look at how to
complete an ECF filing. This is a demonstration of the ECF application, so you don't

need to click or type to advance the presentation. This is the ECF Start-up page. To begin
filing, Docketing is selected from the menu bar.
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|

pi Startup Page
Reports Utilities Logout Help

U.S. Court of Appeals CM/ECF
Official Attorney Electronic Document Filing System

This facility is for Qfficiad Conpt Business onlp. Activity to and from this site is logged Document filings on this spstem are subject to Federal Fule af Appellate Procedure,
Fule 25 Bvidence of unauthorized oy criming activite will be forwarded to the appropriate law enforeement officicds under I8 USCIS2 emd 3571

Welcome
Welcome to the U5, Court of Appeals Case Management/Flectronic Case Files Sysiern. Please select an option from the menu.

Last login Mar 23, 2009 2:56 32 PM EDT

APPPEARANCE OF COUNSEL
Slide notes: Next, File a Document is selected.
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Slide 15

Slide notes: On the first page in docketing, we'll type in the case number we want to docket to,

»% Docketing Appearance of counsel filed (Local Rule 46(c))
Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

Filed Date: 03/1272009

File a Document

Case: J08-1223 Enter case number as yy-nnnn (e.g., 05-2475)

) Please Select Event Group Below
® Forms, Notices & Filing Fees
_ Motions, Responses & Replies
) Briefing Documents

Notices &

© Judgments

) Rehearing Petitions & Answers
) Bills of Cost & Objections

) Other, Sealed & Paper Filings
O Records

Select One
© Please Select Event

® Appearance of counsel filed (Local Rule 46(c))
© Appearance of qualified law student filed [Local Rule 46(a)]
> Appendix designations served

) Certificate of compliance with type-volume limitations filed
© Certificate of confidentiality filed

© Certificate of service filed

O Certificate of service of Anders brief filed

) Change of address notice filed

) CJA 23 application (SEALED) to proceed under CJA filed

CM/ECF Appellate

Uncheck boxes for each case in which this document should not be filed.

Caze Selection

® 08-1223 XYZ, Incorporated v. United States of America (Target Case)

ot |

then select the Event Group. Once an Event Group is selected, the Events for that

category will appear in the right-hand box. In this example, the event group Forms, Notices

and Filing Fees has been selected, and we will be docketing the event

Appearance of Counsel Filed (Local Rule 46(c)). After selecting the event, clicking the
Continue button moves us to the next screen.
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.
& Docketing Appearance of counsel filed (Local Rule 46(c))

Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

Party Filer

Please select the filer(s) below. In consolidated cases, use the All Cases button to apply
your selection to all of the consolidated cases.

Filar Tipe Case Mumbe Short Title
ABC Corporation Anpellant-Plaintif 08-1223 HYZ, Incorporated v... &
Z, Incorporated Appellant-Plaintiff 08-1223 HrZ, Incorporated v.

United States of America Appellee-Defendant  |06-1223 ¥YZ, Incorporated v....

| pispiayanparties || aicaces || setectan || crearan |

Additional Information
Name of Attorney:

PDF Document

Document: Browse... | Description: |Main Document
Add Another

CM/ECF Appellate

continue || Back || cancel

Slide 16

Slide notes: In every ECF entry, you'll have to indicate which party or parties you are filing on
behalf of. This filing is made by the appellants, so first the check box for ABC

Corporation is selected.
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Slide 17

pi& Docketing Appearance of counsel filed (Loca

Docketing Reports Utilities Logout Help

I Rule 46{c))

Case 08-1223 XYZ, Incorporated v. United States of America

Party Filer

Please select the filer(s) below. In consolidated cases, use the All Cases button to apply
your selection to all of the consolidated cases.

Filer Type Case Mumbe Short Title
v| ABC Corporation Appellant-Plaintif 08-1223 HYZ, Incorporated v....
[_1|:vZ, Incorporated Appellant-Plaintif 08-1223 HrZ, Incorporated v.
_I|United States of America |Appellee-Defendant  [08-1223 WYZ, Incorporated v...
| pispiayanparties || aicaces || setectan || crearan |

Additional Information

Name of Attorney:

PDF Document

CM/ECF Appellate

Document: Browse... | Description: |Main Document

Add Another

continue || Back || cancel

Slide notes: Next, the check box for XYZ, Incorporated is selected.
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.
& Docketing Appearance of counsel filed (Local Rule 46(c))

Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

Party Filer

Please select the filer(s) below. In consolidated cases, use the All Cases button to apply
your selection to all of the consolidated cases.

Filer

Tipe Cage Mumbe Short Title

ABC Corporation

Appellant-Flaintiff 08-1223 HYZ Incorporated v.... | =

YZ, Incorporated

L= =

Appellant-Plaintiff 08-1223 ¥rZ, Incorporated v.

United States of America

Appellee-Defendant  |08-1223 ¥YZ, Incorporated v....

Display AllParties || AllCascs || Selectall || clear Al

Additional Information
Name of Attorney:

PDF Document

CM/ECF Appellate

Document: Browse... | Description: |Main Document

Add Another

continue || Back || cancel

Slide 18

Slide notes: Now both appellants have been selected. This entry requests additional
information, the name of the attorney filing the appearance of counsel form. Most CM/ECF

entries include requests for additional information; when you are filing, please read each
request and respond appropriately. In this case we'll type the attorney's

name, John Doe, in the available text box.
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& Docketing Appearance of counsel filed (Local Rule 46(c))

Docketing Reports Utilities Logout Help

D Case 08-1223 XYZ, Incorporated v. United States of America
Hﬂ Party Filer
;1 Please select the filer(s) below. In consolidated cases, use the All Cases button to apply E
— your selection to all of the consolidated cases.

(<D Filer Type Case Numbe Shart Tille

a* Wl ABC Carporation Appellant-Flaintif 08-1223 WYZ, Incorporated v.... |«

[Vl #YZ, Incorporated Appellant-Plaintif 08-1223 ¥rZ, Incorporated v.

¢ : [I|United States of America |Appellee-Defendant  [08-1223 ¥YZ, Incorporated v....
C | pispiayanparties || aicaces || setectan || crearan |
1 Additional Information
U Name of Attorney:
E ] John DEIEl
—~ PDF Document
—

' Document: | I Browse... IDescripﬁnn: |Main Document
Add Another
continue || Back || cancel ﬂ

Slide 19

Slide notes: Next, we'll click the Browse button to locate the PDF file we want to attach to
this entry. Each document uploaded to CM/ECF must be 2.5 megabytes or smaller. An error
message will appear if you fail to upload a document or the document is over the size
limitation.
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#+ Docketing Appearance of counsel filed (Local Rule 46(c))

Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

CM/ECF Appellate

Select PDF document |
I—l n to apply
Laak it @Desktop bl €] 3 > m-
HMV Metwork Places
@
= @wurdspel\checkﬁx
\,> 20812240plnlon.pdf
-L,fADDsarancsDFCuunsel.de
~
<) e ]
Al Files %) v/
| continue || Back || cancel ﬂ

Slide 20

Slide notes: The Select PDF Document dialog box will appear. In this example our
document is saved to the Desktop, but you can browse to any available folder to access

documents for filing.
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#+ Docketing Appearance of counsel filed (Local Rule 46(c))

Docketing Reports Utilities Logout Help

CM/ECF Appellate

Case 08-1223 XYZ, Incorporated v. United States of America

Select PDF document

Laak it - Diesktop) v| Q J = 0
L My' Documents
{ j My Computer -
My Recent 'aMy Metwark Places
Documents [ Captivate
— I Dowrlads
@ I Filestuff
Deskiop [ 05Chles
IC25DSD Programs
- E_)wurdspel\checkﬁx
;} T 0812240pinion. pdf
!/ -
My Deuments | iplg210%€nds pof
. AppearanceofCounsel,pd”
S Drive W
8’ & Electronic Record
My Computer
-
g File name: ‘“.pdl V‘ L Open ]
MyNetwok | Flescftype: | AllFiles (%) v [ cancel |
| continue || Back || cancel

Slide 21

Slide notes: To attach a document to an entry, click the document title, in this case
AppearanceofCounsel.pdf.
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#+ Docketing Appearance of counsel filed (Local Rule 46(c))
Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

Select PDF document

Lookin: | (B} Desktop ¥ o2 m-

= [4My Documents

@ e ¥y Computer -
My Recent ‘aMy Network Plares
Documents [ Captivate

— [CDownlnads
@ I Filestuff
Deskiop [ 05Chles
IC25DSD Programs
- E_)wurdspel\checkﬁx
‘.\-" ZUEIZZ%plnlon.pdf

= na1096nda. pdf

My Documents

& Electronic Record

CM/ECF Appellate

My Computer
-
File name: ‘Appealanceuﬂiuunselpdf V‘ l Open I
MyNetwork | Files ofpe: | Al Files %) v [ cancel |

| continue || Back || cancel

Slide 22
Slide notes: Then we'll click the Open button to upload the selected document to CM/ECF.
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& Docketing Appearance of counsel filed (Local Rule 46(c))

Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

Party Filer

Please select the filer(s) below. In consolidated cases, use the All Cases button to apply
your selection to all of the consolidated cases.

Filer Type Case Mumbe Short Title
[vl|ABC Corporation Appellant-Plaintiff 08-1223 HYZ, Incorporated v.... ||«
[Vl #YZ, Incorporated Appellant-Plaintif 08-1223 ¥rZ, Incorporated v.
[I|United States of America |Appellee-Defendant  [08-1223 WYZ, Incorporated v...

| pispiayanparties || aicaces || setectan || crearan |

Additional Information

Name of Attorney:

John Doe

PDF Document

CM/ECF Appellate

Document: [toplAppearanceofCounsel pdf] Browse... | Description: |Main Ducumenﬂ

Add Another

continue || Back || cancel

Slide 23
Slide notes: If you have more than one document to attach to an entry, click the Add Another
button.
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& Docketing Appearance of counsel filed (Local Rule 46(c))

Docketing Reports Utilities Logout Help

D Case 08-1223 XYZ, Incorporated v. United States of America

Party Filer

||
Please select the filer(s) below. In consolidated cases, use the All Cases button to apply E
your selection to all of the consolidated cases.
Filer Type Case Mumbe Short Title
vl |ABC Carporation Anpellant-Plaintif 08-1223 HYZ, Incorporated v.... ||«
[Vl #YZ, Incorporated Appellant-Plaintif 08-1223 ¥rZ, Incorporated v.
[I|United States of America |Appellee-Defendant  [08-1223 WYZ, Incorporated v...

| pispiayanparties || aicaces || setectan || crearan |

Additional Information
Name of Attorney:

John Doe

PDF Document

Document: |toplAppearancenfCounsel pdi | Browse... | Description: [Main Dacurent |
Document: Browse... | Description: | |
‘ Add Another

CM/ECEF Appellat

|| ” Back | Cancel ﬂ

Slide 24

Slide notes: After clicking Add Another, you will have the opportunity to upload a second
document. You can upload as many individual files as you want as long as the total file size
does not exceed 25 megabytes. Once all the necessary files are attached to the entry, clicking
the Continue button will move us to the next screen.
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|
#+ Docketing Appearance of counsel filed (Local Rule 46(c))

Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

Party Filer

D Please select the filer(s) below. In consolidated cases, use the All Cases button to apply
Pt Docket Text |£|
s_" APPEARANCE OF COUNSEL filed (Local Rule 46(c)) by John Doe for ABC Corporation H -
T‘; and XYZ, [08-1223]
= o]
= ‘ Add Another
continue || Back || cancel

Slide 25

Slide notes: Next, the Docket Text dialog box appears. This is our opportunity to read the text
to confirm that we've selected the correct parties and answered all additional information
requests appropriately. If any information is incorrect or missing, we would click the Back
button to make changes. Our information is correct, so we'll click Continue to proceed.
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|
#+ Docketing Appearance of counsel filed (Local Rule 46(c))

Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

Party Filer —
Please select the filer(s) below. In consolidated cases, use the All Cases button to apply
your selection to all of the consolidated cases.

Event Review [~
Attention!
Pressing the SUBMIT button on this screen commits this transaction.

You will have no further opportunity to modify this transaction if you continue.

APPEARANCE OF COUMSEL filed (Local Rule 46(c)) by John Doe for
ARC Corporation and 2Y7, Incorporated. [08-1223]

A T R OO TR ST

CM/ECF Appellate

Continue H Back || Cancel u

Slide 26

Slide notes: The system gives us one last chance to review the docket text. Again, if anything
was incorrect, we'd click the Back button. To finalize the entry, we'll click Submit.
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Slide 27

|
#+ Docketing Appearance of counsel filed (Local Rule 46(c))

Docketing Reports Utilities Logout Help

CM/ECF Appellate

Case 08-1223 XYZ, Incorporated v. United States of America

Please select the filer(s) below. In consolidated cases, use the All Cases button to apply

Party Filer

your selection to all of the consolidated cases.

Filer Type Case Mumbe Short Title
[vl|ABC Corporation Appellant-Plaintiff 08-1223 HYZ, Incorporated v.... ||«
[Vl #YZ, Incorporated Appellant-Plaintif 08-1223 ¥rZ, Incorporated v.
[I|United States of America |Appellee-Defendant  [08-1223 WYZ, Incorporated v...

Event Docketed

ted tr tion has heen

| Clear All

[

|

PDF Document

Document: |llaj.CA\DeskiopiMyReceipt. pdf Browse... | Description: |Appearame of Counsel

continue || Back || cancel

Slide notes: Once the entry has been successfully docketed, the Event Docketed dialog box
will appear on the screen. We'll click OK to complete the entry.
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Slide 28

Slide notes: If you have pop-up blockers turned off in your Internet browser, the Notice of
Docket Activity will launch on your screen. At the same time, the Notice of Docket Activity
will be emailed to the Court and all ECF Users associated with the case, including counsel

= 0B-1223 XVZ, Incorporated . United States of America “Appearance of counsel filed (Local Rule - Windows Internet Explorer

=" o - B | |+ 4 -
el ¥ https uscourts.go, V‘ Qj wa| ¥ || X |f | Fe

= »
‘ % 08-1223 X¥Z, Incorporated v, United States of Ameri... | | ﬁ - B8 (] p=n ~ Page -

Friday, June 05, 2009

>

***NOTE TO PUBLIC ACCESS USERS*** Judicial Conference of the United States policy permits attorneys of record and parties in a case
(including pro se litigants) to receive one free electronic copy of all documents filed electronically, if receipt is required by law or directed by the
filer. PACER access fees apply to all other users. To avoid later charges, download a copy of each document during this first viewing.

United States Court of Appeals for the Fourth Circuit
Notice of Docket Activity

The following transaction was entered on 03/12/2009 at 11:37:09 AM EDT and filed on 03/12/2009
Case Name: XYZ. Incorporated v. United States of America
Case Number: 08-1223

Document(s): Document(s

Docket Text:
APPEARANCE OF COUNSEL filed (Local Rule 46(c)) by John Doe for ABC Corporation and XYZ, Incorporated.[3466] [08-1223]

The following document(s) are associated with this transaction:
Document Description:Appearance of Counsel
Original Filename:MyReceipt.pdf

Electronic Document Stamp:
A - D)

filing the document.
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& Docketing Please Select Event

Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of Americal

File a Document

Case: [05-1223 | Enter case number as yy-nnnn (e.g., 05-2475)

Filed Date: April 15, 2009

Select One

(@ Please Select Event
® Please Select Event Group Below

) Forms, Notices & Filing Fees

() Motions, Responses & Replies

() Briefing Documents

) Argument Notices & Acknowledgment
) Judgments

) Rehearing Petitions & Answers

(2 Bills of Cost & Objections

() Other, Sealed & Paper Filings

CM/ECEF Appellate

Uncheck hoxes for each case in which this document should not be filed.

Case Selection
# 08-12233YZ, Incorporated v. United States of Ametica (Target Case)

SEALED MOTION

Slide notes: After closing the Notice of Docket Activity for our last filing, CM/ECF brings us
back to the File a Document screen with our case already selected. Next, we are going to file
a Motion for Extension of Time that includes sealed material. Remember, any document
containing sealed material must be filed using the appropriate sealed entry, either Sealed
Document or Motion Filed or Sealed Brief Filed.
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& Docketing Please Select Event

Docketing Reports Utilities Logout Help

D Case 08-1223 XYZ, Incorporated v. United States of America
e . -

a File a Document :
p—

a; Case: [05-1223 | Enter case number as yy-nnnn (e.g., 05-2475)

Q Filed Date: April 15, 2009

3-1 Select One
A (@ Please Select Event

‘Jq ® Please Select Event Group Below

) Forms, Notices & Filing Fees I
LI1 | () Motions, Responses & Replies I
i ' () Briefing Documents
) Argument Notices & Acknowledgment
\] ) Judgments
by ) Rehearing Petitions & Answers
> () Bills of Cost & Objections
( ) () Other, Sealed & Paper Filings I
Uncheck hoxes for each case in which this document should not be filed.
Case Selection
# 08-12233YZ, Incorporated v. United States of Ametica (Target Case)

Slide 30

Slide notes: The entry Sealed Document or Motion Filed is listed under several event
categories including, Forms, Notices & Filing Fees; Motions, Responses & Replies; and
Other,

Sealed & Paper Filings. Any of these categories can be selected, the key is to select the
correct event from the right-hand box. In this example, we'll select the event

category Motions, Responses & Replies.

Page 30 of 64



AttorneyECFTraining

Friday, June 05, 2009

Slide 31

Slide notes: From the event list, we'll select Sealed Document or Motion Filed.

& Docketing Please Select Event

Docketing Reports Utilities Logout Help

CM/ECF Appellate

Case 08-1223 XYZ, Incorporated v. United States of America

File a Document

Case: [05-1223 | Enter case number as yy-nnnn (e.g., 05-2475)

Filed Date: April 15, 2009

) Please Select Event Group Below

) Forms, Notices & Filing Fees

®

() Briefing Documents

) Argument Notices & Acknowledgment
) Judgments

) Rehearing Petitions & Answers

(2 Bills of Cost & Objections

() Other, Sealed & Paper Filings

Select One
(@ Please Select Event

I () SEALED DOCUMENT OR MOTION FILED I

{2 CJA 23 application (SEALED) to proceed under CJA filed
{Z! Consentistipulation filed

{Z1 IFP application to proceed in forma pauperis filed (restricted access)
{2 MOTION FILED

{Z PLRA application to proceed under Prison Litigation Reform Act filed
{2 REPLY FILED

_ RESPONSE/ANSWER FILED

”r Response/with combined motion filed

7 Transcript extension request filed (court reporter)

Uncheck hoxes for each case in which this document should not be filed.

Case Selection

# 08-12233YZ, Incorporated v. United States of Ametica (Target Case)
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Slide 32

& Docketing SEALED DOCUMENT OR MOTION FILED:

Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

() Please Select Event Group Below
) Forms, Notices & Filing Fees
® Motions, Responses & Replies

) Briefing Documents

) Argument Notices & Acknowledgment|
) Judgments

) Rehearing Petitions & Answers

) Bills of Cost & Objections

() Other, Sealed & Paper Filings

Serctrone
r Please Select Event

(% SEALED DOCUMENT OR MOTION FILED

 CJA 23 application (SEALED) to proceed under CJA filed

(» Consent/stipulation filed

1 IFP application to proceed in forma pauperis filed (restricted access)
' MOTION FILED

(' PLRA application to proceed under Prison Litigation Reform Act filed
(_ REPLY FILED

) RESPONSE/ANSWER FILED

{_} Response/with combined motion filed

{Z» Transcript extension request filed (court reporter)

Uncheck boxes for each case in which this document should not be filed.

CM/ECF Appellate

# 08-12233YZ, Incomorated v. United States of Ametica (Target Case)

ase Selection

Total: 0 Selected: 0

Slide notes: Next, we'll click continue at the bottom of the screen.
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Slide 33

» Docketing SEALED DOCUMENT OR MOTION FILED

Docketing Reports Utilities Logout Help

2] [= 22

Case 08-1223 XYZ, Incorporated v. United States of America

Document Title:

Additional Information

Party Filer
Please select the filer(s) below. In consolidated cases, use the All Cases button to apply

CM/ECF Appellate

your selection to all of the consolidated cases.
Filer Type Case Numbel Short Title
_J|ABC Corporation Appellant-Plaintif 08-1233 YOYZ, Incorporated v.... || &
[L[%vZ, Incorporated Appellant-Plaintiff 08-1223 H¥Z, Incorporated v,
[_I|United States of Ametica  |Appelles-Defendant  [08-1223 ¥YZ, Incorporated v...
~|
Display All Parties H All Cases || Select All H Clear All
Raliaf
Relief
704

If this is a motion, find desired relief using drop-down boxes; click Apply to select relief.
Repeat as needed to find more reliefs. If this is not a motion, skip this section.

Category Descriptionv | W

@iretiers) | |

Selected Reliefs

Remove

Slide notes: The first additional information request asks us to type in the Document Title.
For this example, we'll type Motion for Extension of Time.
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»4 Docketing SEALED DOCUMENT OR MOTION FILED A= 18]

Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

Additional Information

Document Title:
[mation for Extension of| |

Party Filer

Please select the filer(s) below. In consolidated cases, use the All Cases button to apply
your selection to all of the consolidated cases.

Eiler Tune C
_J|ABC Corporation Appellant-Plaintif 08-1233 YOYZ, Incorporated ... §| &
[13%+Z, Incorporated Appellant-Plaintiff 08-1223 3¥Z, Incorporated v.
| —
T Jrited Tetes oTAMENes  Appellee-Detendant  [0e-1 L Incorporated ...
-
| Display All Parties H All Cases || Select All H Clear All
Raliaf
Relief

7041
If this is a motion, find desired relief using drop-down boxes; click Apply to select relief.
Repeat as needed to find more reliefs. If this is not a motion, skip this section.

Category Descriptionv | W

@iretiers) | |

CM/ECF Appellate

Selected Reliefs

Remove

Slide 34
Slide notes: Next, we'll select the parties we are filing on behalf of, appellants ABC
Corporation and XYZ, Incorporated.
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» Docketing SEALED DOCUMENT OR MOTION FILED

2] [= 22

Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

Additional Information

Document Title:

[mation for Extensian of Time

Party Filer

Please select the filer(s) below. In consolidated cases, use the All Cases button to apply
your selection to all of the consolidated cases.

Filer Type Case Numbel Short Title
v||ABC Corporation Appellant-Plaintift 08-12323 HYZ, Incorporated v.... | =
[v] 32, Incorporated Appellant-Plaintiff 08-1223 H¥Z, Incorporated v,
[_I|United States of Ametica  |Appelles-Defendant  [08-1223 ¥YZ, Incorporated v...

Display All Parties H All Cases || Select All H Clear All

704

CM/ECF Appellate

Category

Relief

If this is a motion, find desired relief using drop-down boxes; click Apply to select relief.
Repeat as needed to find more reliefs. If this is not a motion, skip this section.

@iretiers) | |

Desn:rimilinv I W

Selected Re

liefs

Entry

Cases

Slide 35

Remove

Slide notes: The Relief section of this entry is where we'll indicate what type of motion we are
filing. You will always have to select at least one relief each time you file a motion. If we
were filing a sealed document rather than a sealed motion with this entry, we would skip the
relief section. To select a relief, we'll click the drop down arrow under description.
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e Docketing SEALED DOCUMENT OR MOTION FILED ™ =52

Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

Additional Information

Document Title:
[mation for Extensian of Time |

Party Filer

Please select the filer(s) below. In consolidated cases, use the All Cases button to apply
your selection to all of the consolidated cases.

Filer Type Case Numbel Short Title
v||ABC Corporation Appellant-Plaintift 08-12323 HYZ, Incorporated v.... | =
[v] 32, Incorporated Appellant-Plaintiff 08-1223 H¥Z, Incorporated v,
[_I|United States of Ametica  |Appelles-Defendant  [08-1223 ¥YZ, Incorporated v...

Display All Parties H All Cases || Select All H Clear All

Relief

7041
If this is a motion, find desired relief using drop-down boxes; click Apply to select relief.
Repeat as needed to find more reliefs. If this is not a motion, skip this section.

Category Description
A
[ retiers) = - oy |

S [Abeyance (Local Rule 12(d))
Entry IAccelerate case processing
IAdditional argument time (Local Rule 34(d))
Adopt
[Affirm decision on appeal

CM/ECF Appellate

Slide 36

Slide notes: An alphabetical list of all available reliefs appears. We'll scroll down the list until
we locate "Extend Filing Time." If you are unsure which relief to select, please contact the
Clerk's office for assistance.
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»4 Docketing SEALED DOCUMENT OR MOTION FILED A= 18]

Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

Additional Information

Document Title:
[mation for Extensian of Time |

Party Filer

Please select the filer(s) below. In consolidated cases, use the All Cases button to apply
your selection to all of the consolidated cases.

Filer Type Case Numbel Short Title
v||ABC Corporation Appellant-Plaintift 08-12323 HYZ, Incorporated v.... | =
[v] 32, Incorporated Appellant-Plaintiff 08-1223 H¥Z, Incorporated v,
[_I|United States of Ametica  |Appelles-Defendant  [08-1223 ¥YZ, Incorporated v...

Display All Parties H All Cases || Select All H Clear All

Raliaf
Relief

7041
If this is a motion, find desired relief using drop-down boxes; click Apply to select relief.
Repeat as needed to find more reliefs. If this is not a motion, skip this section.

Category Description
[anreiiers) =] | ~| oy |

[Expedite decision

CM/ECF Appellate

U

[File addendum/attachment

[File amicus curiae brief (FRAP 29(e))
[File corrected document
File ex parte document

nrmal hried

Slide 37
Slide notes: Once the appropriate relief is located, we'll double click to select.
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»4 Docketing SEALED DOCUMENT OR MOTION FILED A= 18]

Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

Additional Information

Document Title:
[mation for Extensian of Time |

Party Filer

Please select the filer(s) below. In consolidated cases, use the All Cases button to apply
your selection to all of the consolidated cases.

Filer Type Case Numbel Short Title
v||ABC Corporation Appellant-Plaintift 08-12323 HYZ, Incorporated v.... | =
[v] 32, Incorporated Appellant-Plaintiff 08-1223 H¥Z, Incorporated v,
[_I|United States of Ametica  |Appelles-Defendant  [08-1223 ¥YZ, Incorporated v...

Display All Parties H All Cases || Select All H Clear All

Raliaf
Relief

7041
If this is a motion, find desired relief using drop-down boxes; click Apply to select relief.
Repeat as needed to find more reliefs. If this is not a motion, skip this section.

Category Description
|[all reliefs) ¥ |E:|:tendﬁlin... vl

Selected Reliefs

CM/ECF Appellate

Entry [

Remove

Slide 38

Slide notes: The relief will now appear in the description box. We'll click the Apply button to
confirm our selection.
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Slide 39

» Docketing SEALED DOCUMENT OR MOTION FILED

Docketing Reports Utilities Logout Help

2] [= 22

CM/ECF Appellate

Case 08-1223 XYZ, Incorporated v. United States of America

Document Title:

Additional Information

[mation for Extensian of Time

Party Filer

Please select the filer(s) below. In consolidated cases, use the All Cases button to apply
your selection to all of the consolidated cases.

Filer Type Case Numbel Short Title
v||ABC Corporation Appellant-Plaintiff 08-1233 HYZ, Incorporated ¥..
[v] 32, Incorporated Appellant-Plaintiff 08-1223 H¥Z, Incorporated v,
[_I|United States of Ametica  |Appelles-Defendant  [08-1223 ¥YZ, Incorporated v...

Display All Parties H All Cases || Select All H Clear All

704

Category

Relief

@iretiers) | |

If this is a motion, find desired relief using drop-down boxes; click Apply to select relief.
Repeat as needed to find more reliefs. If this is not a motion, skip this section.

Description
8

Selected Reliefs

|| Entrs

LASRS

|IE)dend ling tirme

»

08-1223
-

£

Slide notes: The relief will appear in the Selected Reliefs box.
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»4 Docketing SEALED DOCUMENT OR MOTION FILED A= 18]

Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

‘ Display AlParties || nicascs || selectmn | clearan

Relief
704i
If this is a motion, find desired relief using drop-down boxes; click Apply to select relief.
Repeat as needed to find more reliefs. If this is not a motion, skip this section.

Category Description
@iretiers) | | -| ooy |

Selected Reliefs

Entry Cases

W
Extend filing tirme ~|08-1223 -
= = Down

Remove

Clear All

Total: 1

CM/ECF Appellate

Slide 40
Slide notes: We'll click Continue to proceed.
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& Docketing SEALED DOCUMENT OR MOTION FILED!
ocketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America
Additional Information
Filed Ex parte?

*Please Select” ¥ |

*Please Select* |
Y

5891
Counsel must serve sealed documents outside CM/ECF system
since system access to document is limited to court.

Service
SeniceDate:| |
[Tus mail [ Fax
[7I Hand [T 3rd Party
[T Email [T Clerk

PDF Document

CM/ECF Appellate

Document: Browse... | Description: [Main Document
Add Another

NOTE

2301 Unless Court has previousk ted leave to file document under seal. e

Slide 41

Slide notes: The next screen requires answers to a number of additional information requests
and the uploading of our motion in PDF form. First, we'll answer if the motion is being

filed ex parte. In this example, we'll select "N" for No.
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& Docketing SEALED DOCUMENT OR MOTION FILED!

ocketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

Additional Information
Filed Ex parte?

NOTE

5891
Counsel must serve sealed documents outside CM/ECF system
since system access to document is limited to court.

Service
serviceDatef ]
[Tus mail [ Fax
[7I Hand [T 3rd Party
[T Email [T Clerk

PDF Document

CM/ECF Appellate

Document: Browse... | Description: [Main Document
Add Another

NOTE

2301 Unless Court has previousk ted leave to file document under seal. e

Slide 42

Slide notes: Next, we'll enter the date we are serving the motion on opposing counsel. This
should be the same day you are completing the filing. We'll enter 04/15/09.
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|

& Docketing SEALED DOCUMENT OR MOTION FILED:

Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America
Additional Information E

Filed Ex parte?
N

NOTE

5801
Counsel must serve sealed documents outside CM/ECF system
since system access to document is limited to court.

Service
Service Date: 041152008 |
[ Fax
[_] Hand [_1 3rd Party
[ Email [ Clerk

PDF Document

CM/ECF Appellate

Document: Browse... | Description: [Main Docurnent
Add Another

NOTE

Slide 43

Slide notes: Next, we must indicate how service will be accomplished. Since we are filing a
sealed document, service must be made outside of CM/ECF so US Mail or Hand delivery
should be selected. We'll choose US Mail.
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|

& Docketing SEALED DOCUMENT OR MOTION FILED:

Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America
Additional Information E

Filed Ex parte?
N

NOTE

5801
Counsel must serve sealed documents outside CM/ECF system
since system access to document is limited to court.

=======

Service Date: 041152008 |
v [ Fax
[_] Hand [_1 3rd Party
[ Email [ Clerk

PDF Document

CM/ECF Appellate

Document: | | Browse... I Description: [Main Docurnent
Add Another

NOTE

Slide 44

Slide notes: Next, we'll click the Browse button to locate the PDF file we want to attach to
this entry.
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5

Select PDF document |Z||Z‘ ‘E”E| u‘ ul IL‘ {E”El

Laak ir: | @ Desktop ~ |I €] 5 il e
L @My Documents
é E} 3 My Computer rmatio
My Fecent gMy Metwark Places I~
Documents |5 Captivate =
= (2 Cownloads h
@ (L) filestuff
Deskiop () 05CFles
() 505D Programs
7 A Drive w nts outside CM/ECF system
J ?FE\ectrunlc Record Limited to court.
My Documents | 5= handaut.pf
v = motionin081223.pdf 3
gﬂgshurtcut toCa I
g' 2 work 5i2009
My Computer =
3rd Party
-
.g File name [ v [Copen ] forerk
My Metwork, Files of type: Al Files %) v| [ cancel | fpent

Document: Browse... | Description: [Main Docurnent
Add Another

Slide 45

Slide notes: The Select PDF Document dialog box will appear. In this example our
document is saved to the Desktop, but you can browse to any available folder to access
documents for filing.
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5

Select PDF document |i||L‘ ‘3||£|
Laak ir: | @ Desktop V| Qo 5 il e
L @My Documents
lb 3 My Computer rmatio
My Recent ‘QMV Metwark Places .
Daocuments  |[3) Captivate 'e*
— (5 Downloads hd
@ (L) filestuff
Deskiop () 05CFles
() 505D Programs
i S Drive W_ nts outside CM/ECF system
) ?FE\ectrunlc Record limited to court.
- handaut. pdf
My Documents
& Shortcut bo Ca -—
1 !I o) wark 5i2009
My Computer Fax
3rd Party
-
g File name = v [Copen ] forerk
My Metwork, Files of type: Al Files %) v| [ cancel | fpent
—
Document: Browse... | Description: |Main Daocument
Add Another
NOTE

Slide 46

Slide notes: To attach a document to an entry, we'll click on the document title, in this case

Motionin081223.pdf.
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5

Select PDF document |i”L‘ ‘3”£|
Laak ir: |@ Desktop V| Qo 5 il e
L @My Documents

Lé 3 My Computer rmation
My Fecent ‘QMV Metwark Places o
Documents |5 Captivate et

= (2 Cownloads J
@ (L) filestuff
Deskiop () 05CFles
() 505D Programs
G % Drive W. nts outside CM/ECF system
/) ?FE\ectrunlc Record limited to court.
- handaut.pdf
My Documents | &= "
P P
gfgShDrtcut toCa P—

g-' e work 52009

My Computer fFax
[3rd Party
-

g File name: \mnmninnsw 223 pef v | l&] iClerk

My Metwork, Files of type: Al Files %) v| [ cancel | fpent

Document: Browse... | Description: [Main Docurnent

Add Another

NOTE

Slide 47
Slide notes:

Then we'll click the Open button to upload the selected document to CM/ECF.
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& Docketing SEALED DOCUMENT OR MOTION FILED!
ocketing Reports Utilities Logout Help
Case 08-1223 XYZ, Incorporated v. United States of America

Additional Information

Filed Ex parte?
-

NOTE

5891
Counsel must serve sealed documents outside CM/ECF system
since system access to document is limited to court.

Service
Senvice Date: [14r15/2008 |
[Tus mail [ Fax
[7I Hand [T 3rd Party
[v] Email [T Clerk
PDF Document

CM/ECF Appellate

| Document: [\Deskoptmotionin0&1 223.pdf||  Browse... ||Descriptinn:\ Main Documert |
|
Add Another

NOTE

2301 Unless Court has previousk ted leave to file document under seal. e

Slide 48

Slide notes: The document path for the selected PDF file appears in the Document text field.
By default, the description is listed as Main Document, we can change the description by

simply highlighting the text and typing our own description.
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& Docketing SEALED DOCUMENT OR MOTION FILED!

ocketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

Additional Information

Filed Ex parte?
-

NOTE

5891
Counsel must serve sealed documents outside CM/ECF system
since system access to document is limited to court.

Service
Senvice Date: [14r15/2008 |
[Tus mail [ Fax
[7I Hand [T 3rd Party
[v] Email [T Clerk

PDF Document

CM/ECF Appellate

Document: [nDeskiopimotionin081223.pd Browse... |D95Cfimiﬂﬂ:|sea|ed Motion for Extension of Time ‘
| Add Another

NOTE

2301 Unless Court has previousk ted leave to file document under seal. e

Slide 49
Slide notes: In this example, we'll describe the document as "Sealed Motion for Extension of
Time."
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& Docketing SEALED DOCUMENT OR MOTION FILED!

ocketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

Additional Information

Filed Ex parte?
-

NOTE

5891
Counsel must serve sealed documents outside CM/ECF system
since system access to document is limited to court.

Service
Senvice Date: [14r15/2008 |
[Tus mail [ Fax
[7I Hand [T 3rd Party
[v] Email [T Clerk

PDF Document

CM/ECF Appellate

Document: [nDeskiopimotionin081223.pd Browse... |D95Cfimiﬂﬂ:|sea|ed Motion for Extension of Time ‘
| Add Another

NOTE

2301 Unless Court has previousk ted leave to file document under seal. e

Slide 50

Slide notes: Changing the default description for a document allows users to easily identify
documents when they are viewing them from the docket sheet.
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|

2
& Docketing SEALED DOCUMENT OR MOTION FILED:
Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

Document: [\Deskiopimaotionind&1223 pd Browse... | Description: |Sealed hiotion for Exension ufTimE\ \
Add Another

NOTE

2304 Unless Court has previously granted leave to file document under seal,
i must be panied by certificate of confidentiality or motion
to seal. [Local Rule 25(c)].

sealed document/mot filed/-/extend filing time
Additional Information
E ion to file what? Type in next text box if not in dropdown list.

-

Additional Information
If nothing selected from dropdown list type reason for ext. in text box below:

CM/ECF Appellate

Additional Information
Until:

continue || Back || cancel ﬂ

Slide 51

Slide notes: Please read the note included in this entry. You must separately file a certificate
of confidentiality or motion to seal whenever you file a sealed motion, document or brief.
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|

2
& Docketing SEALED DOCUMENT OR MOTION FILED:
Docketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

Document: [\Deskiopimaotionind&1223 pd Browse... | Description: |Sealed hiotion for Exension ufTimE\ \
Add Another

NOTE

2304 Unless Court has previously granted leave to file document under seal,
i must be panied by certificate of confidentiality or motion
to seal. [Local Rule 25(c)].

sealed document/mot filed/-/extend filing time
Additional Information
E ion to file what? Type in next text box if not inﬁdnwn list.

Additional Information

CM/ECEF Appellate

If nothing selected from dropdown list type reason for ext. in text box below:

Additional Information
Until:

continue || Back || cancel ﬂ

Slide 52

Slide notes: Next, there are more Additional Information questions. First, we must indicate
what type of extension we are seeking. By clicking the drop down arrow, we are provided
with a list of items that we may choose from.
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=

& Docketing SEALED DOCUMENT OR MOTION FILED:

Docketing Reports Utilities Logout Help

|

CM/ECF Appellate

Case 08-1223 XYZ, Incorporated v. United States of America

Document: |\Cesktopimotionin081223 pdf Browse... | Description: |Sealed hiation for Extension of Time

NOTE

2304 Unless Court has previously granted leave to file document under seal,
i must be panied by certificate of confidentiality or motion
to seal. [Local Rule 25(c)].

led document/mot filed/~/extend filing time

Additional Information
E fon to file what? Type in next text box if not in dropdown list.

-

a

opening brief
If nothing sele ext hox below:

brief

response brief

yiresponselreply brief ]

reply brief -

| continue || Back || cancel |

Slide notes: We'll select opening brief and appendix by clicking once.
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& Docketing SEALED DOCUMENT OR MOTION FILED:

ocketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporate

d v. United States of America

Document: ADeskiopimotionindg1223.pd Browse... | Description: [Sealed Motion for Extension of Time

Add Another

CM/ECF Appellate

NOTE

230 Unless Cowrt has previously granted leave to file document under seal,
d st be panied by certificate of confidentiality or motion
to seal. [Local Rule 25(c)].

sealed document/mot filed/-~’extend filing time
Additional Information

E ion to file what? Type in next text box if not in dropdown list.
| opening brief and appendix -|

Additional Information

If nothing selected from dropdown list type reason for ext. in text box below:

Additional Information

Until:

Until:

Slide 54

Slide notes: The next additional information request asks us to type in an answer if we did not
select something from the drop down menu. Since we selected opening brief and

appendix, we can skip this box. Finally we must enter how long of an extension we are

seeking.
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& Docketing SEALED DOCUMENT OR MOTION FILED:

ocketing Reports Utilities Logout Help

CM/ECF Appellate

Case 08-1223 XYZ, Incorporated v. United States of America

Document: ADeskiopimotionindg1223.pd Browse... | Description: [Sealed Motion for Extension of Time

NOTE

230 Unless Cowrt has previously granted leave to file document under seal,
d st be panied by certificate of confidentiality or motion
to seal. [Local Rule 25(c)].

led document/mot filed/-’extend filing time

Additional Information

E ion to file what? Type in next text box if not in dropdown list.
opening hrief and appendix A |

Additional Information

If nothing selected from dropdown list type reason for ext. in text box below:

Additional Information

Lntil:

|| Continue I| Back | Cancel

Slide 55

Slide notes: After typing our requested extension date of June 15, 2009, we'll click the

Continue button.
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- Docketing SEALED DOCUMENT OR MOTION FILED L [=1e

ocketing Reports Utilities Logout Help

(b} Case 08-1223 XYZ, Incorporated v. United States of America
~bd =
S
&) Docket Text
Q SEALED DOCUMENT OR MOTION filed by Appellants ABC Corporation and XYZ, E
Incorporated to extend filing time for opening brief and appendix until June 15, 2009.
a‘ - Document Title: Motion for Extension of Time. Date of service: 04/15/2009. Filed Ex
/‘q parte: N, [08-1223]
—
— -
@) [corme ][ oo ]
Additional Information
Until:
[dune 15, 2008 i
Continue Back Cancel
=] i

Slide 56

Slide notes: Next the Docket Text dialog box appears. This is our opportunity to read the text
to confirm that we've have selected the correct parties and answered all additional information
requests appropriately. If any information is incorrect or missing, we would click the Back
button to make changes. Our information is correct, so we'll click Continue to proceed.
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Slide 57

- Docketing SEALED DOCUMENT OR MOTION FILED [4[*[[= B[]

ocketing Reports Utilities Logout Help

CM/ECF Appellate

Case 08-1223 XYZ, Incorporated v. United States of America

Document: ADeskiopimotionindg1223.pd Browse... | Description: [Sealed Motion for Extension of Time

Event Review |z|

Attention!
Pressing the SUBMIT button on this screen commits this transaction.

You will have no further opportunity to modify this tr ion if you

SEALED DOCURNENT OR MOTION filed by Appellants ABC Corporation
and Y7, Incorporated to extend filing time for opening brief and appendix
until June 15, 2009. Document Title: Wotion for Extension of Time. Date of

service: 04/15/2009. Filed Ex parte: N. [08-1223)

If nothing selected from dropdown list type reason for ext. in text box below:

Additional Information
Until:

[une 15, 2009

Continue || Back H Cancel ﬂ

Slide notes: The system gives us one last chance to review the docket text, again, if anything
Is incorrect, we'd click the Back button. To finalize the entry, we'll click Submit.
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~ Docketing SEALED DOCUMENT OR MOTION FILED
ocketing Reports Utilities Logout Help

Case 08-1223 XYZ, Incorporated v. United States of America

Document: [\Deskiopirationind@1223.pd Browse... | Description: [Sealed Motion for Extension of Time
Add Another

Event Docketed |X‘
230 jment under seal,
docy (7 The tr ion has been hlity or motion

to s
o

iional Information
E ion to file what? Type in next text box if not in dropdown list.
opening hrief and appendix A |

Additional Information

CM/ECF Appellate

If nothing selected from dropdown list type reason for ext. in text box below:

Additional Information
Until:

[une 15, 2009

Continue || Back H Cancel

Slide 58

Slide notes: Once the entry has been successfully docketed, the Event Docketed dialog box
will appear on the screen. We'll click OK to complete the entry.
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Slide 59

/= 08-1223 XYZ, Incorporated v. United States of America “"SEALED DOCUMENT OR MOTION FILED® - Windows Internet Explorer

LS A M ¥ https: ffecf.cad.uscourts.gov/cmecf-test fserviet  TransportRoom?serviet=ShowDac/ 00411081 98k ype=n-html V| SJ 2| X

W e [* 03-1223 ¥¥Z, Incorporated v, United States of Ameri.., l I 3 - o - [k page - () Toos ~ @)

***NOTE TO PUBLIC ACCESS USERS*** Judicial Conference of the United States policy permits attorneys of record and parties in a case
(including pro se litigants) to receive one free electronic copy of all documents filed electronically, if receipt is required by law or directed by the
filer. PACER access fees apply to all other users. To avoid later charges, download a copy of each document during this first viewing.

United States Court of Appeals for the Fourth Circuit
Notice of Docket Activity

The following transaction was entered on 04/27/2009 at 11:51:22 AM EDT and filed on 04/27/2009
Case Name: XYZ. Incorporated v. United States of America
Case Number: 08-1223

Document(s): Document(s
Docket Text:

SEALED DOCUMENT OR MOTION filed by Appellants ABC Corporation and XYZ. Incorporated to extend filing time for opening brief and appendix until
June 15, 2009. Document Title: Motion for Extension of Time. Date of service: 04/15/2009. Filed Ex parte: N. [3505] [08-1223]

The following document(s) are associated with this transaction:
Document Description: Sealed Motion for Extension of Time

Original Filename:motionin081223 pdf
< | 2

filing the document.

A

v

Slide notes: If you have pop-up blockers turned off in your Internet browser, the Notice of

Docket Activity will launch on your screen. At the same time, the Notice of Docket Activity
will be emailed to the Court and all ECF Users associated with the case, including counsel
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LOGOUT

|

& Docketing Please Select Event

Docketing Reports Utilities |Logout | Help

CM/ECF Appellate

Case 08-1223 XYZ, Incorporated v. United States of America

File a Document
Case: |08-1223 Enter case number as yy-nnnn (e.g., 05-2475)

Filed Date: April 15, 2009

Select One

(@ Please Select Event
® Please Select Event Group Below

) Forms, Notices & Filing Fees

() Motions, Responses & Replies

() Briefing Documents

) Argument Notices & Acknowledgment
) Judgments

) Rehearing Petitions & Answers

(2 Bills of Cost & Objections

() Other, Sealed & Paper Filings

Uncheck hoxes for each case in which this document should not be filed.
Case Selection

# 08-12233YZ, Incorporated v. United States of Ametica (Target Case)

Slide notes: After closing the Notice of Docket Activity, CM/ECF brings us back to the File a
Document screen. To exit CM/ECF, we'll click Logout from the menu bar.
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Error Correction

Each attorney filing will be reviewed by the Clerk's office.
If the filing is incomplete, incorrect or filed in the wrong
case, a hotice will be issued directing correction and re-
filing.

¢ If you realize you need to change
something BEFORE you commit the
entry, you can use the BACK button or
CANCEL button.

. If you realize you made a mistake
AFTER you commit the entry, contact
the Clerk's Office.

Fourth Circuit ECF Help Desk - 804-916-2767

ERROR CORRECTION

Slide notes: All entries made by ECF filers will be reviewed by the Clerk's office. If there is a
problem with your filing, a Notice of Docket Correction will be issued, requesting

correction within two days. Please contact the Clerk's office if you realize you've made a
mistake after completing a filing. If you have any questions regarding filing,

please call the Fourth Circuit ECF Helpdesk at 804-916-2767.
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Resources on the Fourth Circuit Web Site

Quick Links to Helpful ECF Web Pages

‘1. ECF Freguentﬁ%ﬁked Questions ‘

2. CM/ECF:8€er Manual

3. Administrgwe Order 08-01

"
(%:274; Y:336)

‘ 4. CMIECF Filer Log-in Page ‘

5. Interactivg"PQF Forms ‘

(%:287; ¥:451)

WEBSITE

Slide notes: Also, remember the Fourth Circuit web page has a variety of ECF resources
available 24 hours a day. Please visit the site often for updates.
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Complete Training Requirements and Registration

1. Review andfgg;rgificgtion Form

2. Appellate CM/EXE Filer Registration

(%:269; Y:310)

Your account will be activated once you successfully
complete the Review and Certification form.

*
COMPLETE REQUIREMENTS

Slide notes: Now that you have reviewed the Fourth Circuit ECF Policies and Appellate ECF
filing, please complete the Review and Certification Form and your Appellate ECF
Registration. Use the links on this page to complete each step. Upon receipt of a passing
Review score, at least 80%, and your ECF registration, your account will be activated. Click
the End button to close this lesson.
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Goodbye!

EXIT
Slide notes:
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